
CABINET LETTERHEAD 

 
 
 
 
 
 
DATE 
 
 
 
Employee Name 
Employee Address 
 
RE: Notice of Furlough Date  
 
Dear Employee Name: 
 
Pursuant to 101 KAR 5:015E, this correspondence shall serve as official notice that you are to be 
furloughed on ______________________.  Therefore, your hours will be temporarily reduced without pay 
on this date and you should not report to work.   
 
As provided in 101 KAR 5:015E, this is not an appealable action. 
 
If you have any questions regarding the above-referenced information, please feel free to contact ______ 
(HR Administrator).   
 
 
 
Sincerely, 
 
 
Appointing Authority 
 
CC: Personnel File  


